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Should Credit Be Curbed? (D) Feb. p. 59 
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Etiquette; Forget the Rule Book. Aug. 
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Problem Solving) 
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How to Keep Tension Under Control. 
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(D) Oct. p. 58 
The Human Problems of ~— Operation. 
Nov. p. 2 
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(See also Training) 

Conflicting Personalities. (C) March p. 
4] 

Instructions 
(See also Training) 


‘Didn’t Anybody Do It? (C) Jan. p. 33 


The Case of the Balky Machinist. (C) 
Feb. p. 48 

Do You Know How to Give an Order? 
April p. 8 

Pin Down the Details of Job —_— 
Oct. p. 33 
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If There’s A Doctor in the House. July 
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Ten Steps to Good 


Aug. p. 55 
The Best Man. (C) Nov. p. 39: 
The Plant Nurse. (D) Dec. p. 53 


Interviewing 
Sharpen Up Your Interview : 
Feb. p. 2 
Hiring—In the Home ‘Stretch. 
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How Am I Doing? Part 1: April p. 2. 

Part 2: May p. 12. Part 3: June p. 16 
Interview for New Ideas. Dec. p. 2 
Inventory 


Don’t Be a Squirrel. Jan. p.7 


Leadership 


It Takes Know-How to Be a Manager. 
Feb. p. 40 | 
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Don’t Blame the Boss. Nov. p. 20 
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ings? Feb. p. 22 

Meetings: Keep the Record on View. 
(D) April p. 55 
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Methods Improvement 


Don’t Be a Squirrel. Jan. p. 7 

Improving Productivity. Step 1: Work 
Measurement. March p. 27 Step 2: 
Take Action to Improve Performance. 
April p. 16 © 

There Must Be An Easier Way. July p. 24 

Saving Materials and Supplies. Aug. p. 16 

Observation Pays Off. Sept. p. 2 

Plan Your Own Time. Sept. p. 28 

Interview for New Ideas. Dec. p. 2 

Avoiding Spoilage and Rework. Dec. p. 

The Office Work You Shouldn’t Do. Dec. 


Morale 
~ "(See also Motivation) 


Didn't Anybody Do It? (C) Jan. D. 33 

Letter to the Boss. Feb. p. 27 

The Case of the Balky Machinist. (C) 
Feb. p. 48 

Are Appraisals Really Necessary? March 
p.2 

Conflicting Personalities. (C) March p. 
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The Case of the Purloined Pot Roast. 
(C) April p. 35 
Company for Lunch. (C) Aug. p. 34 


Young Workers Speak Their Minds. Sept. 


p. 12 


What Happened to Herb? (C) Sept. p. 38 

How Subordinates Rate Their Supervis- 
ors. Oct. p. 2 

A Matter of Minutes. (C) Oct. p. 36 

Science Explores the Secrets of Time. (D) 
Oct. p. 58 

The Faked Job Ticket. (C) Dec. p. 28 

Making Changes Work. (D) Dec. p. 5] 


Motivation 
(See also Morale; Group Interaction) 


Responsibility: Key to Motivation: March 
p. 14 

Do You Know How to Give an Order? 
April p.8 

Nothing Succeeds Like Success. (D) 
April p. 53 

Do We Have Too Much Security? o 
April p. 57 

Motivation Controls Help Employees Set 
New Records. May p. 2 

Pioneers in Management: Take Care of 
the Living Machinery. May p. 27 

Department Changes Ahead? Get Ready 
Now! June p. 2 

Want New Equipment? Sell Your Idea to 
the Boss! (D) June p. 60 

Will They Live Happily Ever After? July 
p. 18 

How Much Incentive in Incentive Pay? 
Aug. p. 11 

Putting Authority to Work. (D) Aug. p. 
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Motivation: What Makes People Work? 
(D) Nov. p. 50 


Office Management 


If There’s a Computer in Your Future. 
March p. 35 


~ Do Older Office Workers Measure Up? 


April p. 32 

Steps to Office Mechanization. (D) April 
p. 58 

Customs apd Policies in Today’s Office. | 
(D) May p. 55 - 

Tips on Allocating Office Work. (D). June 
p. 

It Takes Management to Move an Office. © 
Sept. p. 24 

A Matter of Minutes. (C) Oct: p. 36 

The Office Work You Shouldn’t Do. Dec. 
p. 25 
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Older Workers | Don’t Wait for Trouble. (D) May p. ” 
; t Ch Ahead? Get Rea 
. : ips on Allocating Office Work. (D) 
‘Perception 
Observation Pays Off. Sept. p. 2 Who Should Get the Overtime? (A) July 
£1 
Personal Management | | - The Man Who Went Fishing. (A) July 
: p. 12 
— bas ee Check What You ‘Know. Ten Steps to Good Coordination. (D) 
e- Aug. p. 55 
ore in a Package. (D) Feb. Own Time. Sevt. p. 28 
How to Do It Now. (D) Oct. p. 54 
Q & Aon Heart Disease. March p. 49 
You Can Find the House You Want. April — for Smooth Production. Nov. 
p. 44 
Will Your Dream House Pass Inspection? — ; ego on Top of Your Job. (D) 
May p. 43 
OffbeatiVacations. June p. 45 Making Work. (D) Dec. p. 51 
Sink or Swim? July p. 45 Problem Solving 
Etiquette: Forget the Rule Book. Aug. 
46 (See Decision Making; Creativity) 
Diploma in the Mailbox. Sept. p. 44 
When You're Called for Jury Duty. Oct. - Productivity 
It’s Time to Winterize Your Driving. Nov. | : 
p. 46 Improving Productivity. Step 1: Work 


Measurement. March p. 27 Step 2: 


From Puppies to Parakeets: Choobing a 
Take Action to Improve Performance. 


Pet for Your Family. Dec. p. 36 


April p. 16 
Placement Do Older Office‘ Workers Measure Up? 
(S April p. 32 
Motivation Controls Help Employees Set 
Job Description) New Records. May p. 2 
The Tests That Help You Find Hidden How Much Incentive in Incentive Pay? 
Talent. (D) Jan. p. 57 Aug. p. 11 
Hiring—In the Home Stretch. (D) March A Fair Day s Work. (A) Aug. p. 27 
p. 63 

Spotting the Man Who'll Do the Job. (D) Public Speaking | 
Aug. p. 53 C The All-Purpose Management Speech. 
. Who’s the Man to Promote? (D) Sept. p. April p. 26 | 
Mee And in Conclusion . . . April p. 31 

Read Between the Lines of the Job Ap- ! | 
plication. Oct. p. 14 Quality Control 

The Best Man. (C) Nov. p. 39 What Happened to Herb? (C) Sept. p. 38 

Quality: How Good is Good Enough? 

Planning 19 

Don’t Be a Squirrel. Jan. p ao The Consumer Wants Quality. (D) Oct. 

Eight Ways to Smoother pins: (D) Feb. Pp. 63 

p. 604, - * Avoiding Spoilage and Rework. Dec. p. 

Getting Ready for Appraisal. April p. 2 ae 

Demands on Supervision. Retirement - 

Vacation Scheduling. May p. 30 “Being Realistic About pidieemcnt. (D) 

His Brother’s Keeper (C) May p. 38 Jan. p. 46 


(A)—Arbitration Case; (D)—Digest; (C)—Case 
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Safety 


On-the-Job Training Of. the-Job 
Accidents. Feb. p. 9 

Don’t Wait for Trouble. (D) May p. 60 

Hazard Awareness. June p. 26 

Mouth-to-Mouth Artificial Respiration: 
Lifesaving First Aid. (D) June p. 62 

How Fair is Fair? (C) July p. 35 

Sink or Swim? July p. 45 

Beware of Gloom and Glare. (D) July 
p. 53 

Somebody Goofed. Aug. p. 29 

Observation Pays Off. Sept. p. 2. 

Safety Training: Concentrate on the New 
Employee. Oct. p.7 

It’s Time to Winterize Your Driving. Nov. 
p. 46 

The Plant Nurse. (D) Dec. P. 53 


Scheduling (See 
Selection (See Placement) 


Shift Work 


The Ways of Women. (D) Oct. p. 60 
_ The Human Problems of Shift Operation. 
Nov. p. 2 


Supervisor, Duties and Qualifice- 
tions 


_ Gee also Leadership) 


Be : Your Assistant’s First Assistant. Jan, 


p. 22 
Be a Supervises a Psychiatrist. F eb. 
p. 38 
It Takes Know-How to Be a Manager. 
Feb. p. 40 


Tomorrow’s Demands on Supervision. 


May p. 21 
What Is a Manager? (D) May p. 53 
The Top- Flight Supervisor. July p. 22 
Supervision 1 in an Automated Plant. Aug. 
2 
Why Supervisory Training? Aug. p. 24 
The Supervisor Speaks for Management. 
Oct. p. 26 
When You Boss a Boss. (D) Oct. p. 56 
Do You Get in Your Own Way? (D) 
Oct. p. 62 
Supervision Is Coaching. Nov. p. 33 
Automation and the Supervisor. (D) Nov. 
p. 52 


(A)—Arbitration Case; (D)—-Digest; (C)—Case . 


Safety Training: 


Teamwork (See Group Interaction) 
Technology (See also Automation) 


If There’s a Computer in Your Future. 


. March p. 35 


Meeting the Challenge of Foreign Im- 
ports. (D) March p. 61 

Steps to Office Mechanization. (D) April 
p. 58 

Today’s Chemicals for Tomorrow’s In- 
dustry. (D) July p. 57 

Coming Soon: Commercial Uses for Sun- 
power. (D) Aug. p. 61 

The Push Toward Standardization. (D) 
Sept. p. 59 

The Consumer Wants Quality. (D) Oct. 
p. 63 

Machines That Read. (D) Now: p. 60 


Testing (See Placement) 


Training 
(See also Instructions) 


Coaching the Team. (D) Jan. p. 44 

On-the-Job Training Prevents Off-the-Job 
Accidents. Feb. p. 9 

It Takes Know-How to Be a Manager. 
Feb. p. 40 

Leaders Are Made . . . 
p. 18 

Problem Solving: Pass 
Know-How. April p. 23 


Not Born. March 


Along Your 


_ Will They Live Happily Ever After? July 


p. 18 


- Why Supervisory Training? Aug. p. 24 


Putting Authority to Work. (D) Aug. p. 
59 

Young Workers Speak Their Minds. Sept. 
p. 1a 

Diploma in the Mailbox. Sept. p. 44 


_ Training: What’s the Problem? (D) Sept. 


p. 59 

Concentrate on the 
New Employee. Oct. p. 7 

Supervision Is Coaching. Nov. p. 33 

The Faked Job Ticket. (C) Dec. p. 28 


Unions 
(See also Arbitration) 


What the New Labor Law Means to 
Your Company. (D) Jan. p. 59 

The Case of the Balky Machinist. (C) 

Feb. p. 48 
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Collective Bargaining: The Trend Toward 
Union Alliances. ( D) Aug. p. 57 


Vacations 


Vacation Scheduling. May p. 30. 
The Worm That Turned. June p>» 36 | 
Offbeat Vacations. June p. 45 


Visual Aids 

Meetings: Keep the Record on View. ( D) 
April p. 55 

White-Collar Workers | 
(See Office Management; Workers, 
Special Groups) 

Women Workers 
(See Workers, Special Groups) 


Work Conditions 


Beware of Gloom and Glare. (D) July 
p. 53 

It Takes Management to Move an Office. 
Sept. p. 24 


Workers, Special Groups 


Do Older Office Workers Measure Up? 
April p. 32 

The Supervisor and Creative People. (D) 
July p. 51 

Supervising Negro Workers. (D) July p. 
61 

Young Workers Speak Their Minds. 7 
‘p. l2 

Too Old at 40? (D) Sune. > p. 61 


Company for Lunch. (C) Aug. p. 34 


The Ways of Women. (D) Oct. p. 60 


Work Measurement 
(See Methods Improvement) ’ 


Work Simplification 
(See Methods Improvement) 


Writing 
(See also Communication) 


Report—To Your Reader. (D) Feb. p. 57 
How to Seem to Write the Way You Talk. 
June > 


Authors 


APPLEY, LAWRENCE A. Don’t Blame the Boss. Nov. p. 20 
ARMOUR, RICHARD. Man of Indecision. July p. 42 
Batcu, D. E. (Co-author with Davidge, Henriette F.) How Am I Doing? 
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Getting Ready for Appraisal. April p. 2 


BALINSKY, BENJAMIN. (Co-author with Burger, Ruth) Don’t Be Afraid to Criticize. 


Jan. p. 26 


BARTON, ROBERT A. Pin Down the Details of Job Assignments. Oct. p. 33 
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DavipGE, HENRIETTE F. (Co-author with Balch, D. E.) How Am I Doing? 
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Getting Ready for Appraisal. April p. 2 
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MARQUIS, VIVIENNE. The All-Purpose Management Speech. April p. 26 

McCorp, Carey P., M.D. If There’s a Doctor in the House. July p. 2 

MCMastER, JOHN B. It Takes Management to Move an Office. Sept. p. 24 

MERRIHUE, WILLARD V. The Supervisor Speaks for Management. Oct. p. 26 

MIKEL, FRANK J. Responsibility: Key ‘to Motivation. March p. 14 

ONCKEN, WILLIAM, JR. Why Supervisory Training? Aug. p. 24 

OwEN, ROBERT. Pioneers in Management: Take Care of the atti Machinery. May 
p. 27 

PERRY, JOHN. Interview for New Ideas. Dec. p. 2 

Picors, PAUL. Do You Know How to Give an Order? April p. 8 

POLLACK, JACK HARRISON. Sink or Swim? July p. 45 
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READ, WILLIAM M. Supervision Is Coaching. Nov. p. 33 

REID, PETER C. You Can Find the House You Want. April p. 44 

Will Your Dream House Pass Inspection? May p. 43 

——Department Changes Ahead? Get Ready Now! June p. 2 

——Supervision in an Automated Plant. Aug. p. 2 

——Diploma in the Mailbox. Sept. p. 44 

——wWhen You're Called for Jury Duty. Oct. p. 44 

The Human Problems of Shift Operation. "Nov. p. 2 

From Puppies to Parakeets: Choosing a Pet for Your Family. Dec. p. 36 

ROTHE, HAROLD F. How Much Incentive in Incentive Pay? Aug. p. Il 

SCHLEUSENER, ERNEST. Cost Reductioh: 

——Part I: You’ve Got What It Takes! Jan. p. 2 

Part II: Analyze Your Overtime. Feb. p. 39° 

——Part III: Improving Productivity. Step 1: Work Measurement. Para p. 27 

Step 2: Take Action to Improve Performance. A pril p. 16 

Part IV: Vacation Scheduling. May p. 30 

Part V: Hazard Awareness. June p. 26 

———Part VI: There Must Be An Easier Way. July p. 24 | 

——Part VII: Saving Materials and Supplies. Aug. p. 16 

——Part VIII: Plan Your Own Time. Sept. p. 28 | | 

—— Part IX: Scheduling for Smooth Production. Nov. p. 22 

Part X: Avoiding Spoilage and Rework. Dec. p. 15 

Scott, G. H. Appraisal Starts with Hiring. Jan. p. 14 

SIKES, WALTER. Will They Live Happily Ever After? July p. 18 

SKOUSEN, Max B. Motivation Controls Help Employees Set New Records. ae p. 2 

SMITH, M. B. If There’s a Computer in Your atta: March p. 35 | 3 
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SPENCER, GILMORE J. Read Between the Lines of the Job Application. Oct. p. 14 


SQUIRES, FRANK H. Quality: How Good Is Good Enough? Sept. p. 19 
STONE, Morris. If You Were the Arbitrator: 

—wWho Should Get the Overtime? July p. 11 

——The Man Who Went Fishing. July p. 12 

——A Fair Day’s Work. Aug. p. 27 

——Does Seniority Always Prevail? Aug. p. 28 

Time Limit on a Grievance. Sept. p. 27 

——The Heavy Date. Oct. p. 24 

——tThe Free Loaders. Nov. p. 32 

——Suspension—With Suspense. Dec. p. 24. 

Uris, AUREN. Problem Solving: Pass Along Your Know-How. April p. 23 
Waap, A. TimoTtuHy. Observation Pays Off. Sept. p. 2 


‘ “He said | could make an extra $10 if | worked hard.” 
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